United States Department of the Interior

OFFICE OF THE SECRETARY
Washington. D.C. 20240

February 14, -1996

Memorandum

To: Solicitor
Assistant Secretaries
Inspector General
Heads of Bureaus and Offices
Personnel Officers - Bureau Headquarters
From: Woodrow W. Hopper, Jr. Z%LJ54,7@Lﬂ7A::) éﬁ)rg;%zak?7AJLu/- -
Director of Personnel

Subject: Implementation of the New Department of the Interior
Awards and Recognition Program

The Awards Subgroup of the Performance Management Task Group has revised the
Department’s Awards and Recognition Program. This new DOI system is less
paper intensive than the previous one, allows for approval at the lowest
practical level, and provides more flexibility in the granting of awards.

Bureaus can begin implementation immediately, but this program must be
implemented no later than March 1, 1996. A copy of the new Awards and
Recognition Program is attached. This issuance was prepared in the format of
the Department ‘s Human Resources Management Handbook issuance; bureau
personnel offices should ensure that it is added to the Handbook.

I have initiated action to abolish 370 DM 451 Addition to the FPM and
accompanying Personnel Management Letters and Human Resources Management
Letters pertaining to the old program. Additionally, the following forms are
abolished:

DI 398 Employee Suggestion Form

DI 399 Evaluation of Employee Suggestions

DI 400 Incentive Award Docket

DI 401 Award for Valor Nomination

DI 402 Departmental Honor Award Nomination

DI 405 Unit Award for Excellence of Service Nomination
DI 411 Recommendation for Monetary Award

DI 1973 Tige-Off Award

Bureau of Reclamation form number 7-2293 (5-92), Cash Award Summary Sheet

0S-451 On-the-Spot Award

Attachment



DEPARTMENT OF THE INTERIOR
HUMAN RESOURCES MANAGEMENT HANDBOOK

Awards and Recognition Program

INTRODUCTION

What is the purpose of the Awards and Recognition Program?

There are two main purposes:

® To allow maximum flexibility in the design and application of a variety of traditional and
non-traditional mechanisms to recognize individual and group achievement, and;

® To acknowledge contributions that lead to achievement of organizational, team, or
individual results.

What are the objectives of the Program?
The Program objectives are to encourage all employees and non-employee partners-in-mission* to:
® share actively in improving Government operations;

8 enhance productivity and creativity; and,
® optimize personal job satisfaction.

*Public- and private-sec‘tor organizations and their employees, customers, volunteers, private citizens, etc., whose
contributions directly or indirectly support the mission of the Department.
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What are the characteristics of the Program?

The Program characteristics are:

simple to use;

allows for approval at the lowest practical level,

reduces paperwork;

encourages timely recognition,

facilitates creativity in local program design, including peer and team recogmtlon and

recognizes and encourages improvement in individual, team, and orgamzatlonal
performance.

When may achievements be recognized?

Achievements should be recognized at the time of accomplishment. Acknowledgement of progress
toward achieving individual, team, or organizational results should be a continuous process. Quality
Step Increases, which are the only awards based solely on an employee's performance appraisal of
record, should be awarded at the time of the annual performance appraisal.

How are awards initiated?

Quality Step Increases (QSI) are initiated by immediate supervisors. Any other award may be
initiated by any employee of the Department of the Interior. Complete form DI-451, Award
Certification, (when required), and submit to the approving official established in Bureau delegations
of authority. '
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What must managers do to support the Program?

Local managers must:

= seek employee involvement in Program design,

® ensure that employees are aware of the Program,

® publicize employee accomplishments, awards, and informal recognition;

® ensure consistent and equitable opportunity for employee recognition;

® administer the Program fairly;

= comply with negotiated agreements with organized labor and labor-management
partnerships;

® ensure the appropriate use of funds; and

® include funding for the Program in the annual budget.

How should awards be presented?

Awards should be presented in a way that supports the significance of the recognition. Award
presentations may be occasions for the serving of light refreshments purchased by the Government
[65 Comptroller General decision (CG) 738 and CG B-223319, dated July 21, 1986]. Travel for
Presidential, departmental, or a major Bureau award ceremony may be paid for award recipients and
an individual of the recipient's choosing [CG decision B-233607, dated October 26, 1989].

What is the authority for the Program?

The authority for the Program is Title 5, United States Code, Chapters 43 and 45, and Executive
Orders 11438 and 12828.
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What will you find in this part of the handbook?

This part contains instructions on giving positive recognition for achievements through:

monetary awards;,

continuous improvement incentives;
non-monetary recognition and informal honors;
honor awards; and

outside awards.
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MONETARY AWARDS

Monetary awards are cash awards that may be granted to recognize an individual or team of
employees of the Department for:

achieving organizational results;

providing quality customer service;

displaying exemplary behavior, dedication, innovation and/or team cooperation;
fostering partnerships;

promoting diversity;

ensuring safety in the workplace; or for

sustained exceptional performance.

Approving officials must ensure that employees are not recognized with a monetary award more than
once for the same achievement(s).

Note:  Partners-in-mission are not eligible for monetary awards. Political
appointees (Schedule C) are not eligible for monetary awards between
June 1 of any year in which there is a Presidential election and
January 20 of the following year.

TYPES

On-the-Spot Award--A cash award granted to provide immediate recognition for achievements.
On-the-Spot Awards have a net value between $50 and $500 (see page 3 of DI-451 for gross
amounts). On-the-Spot Awards may be paid from imprest funds, with third party drafts, or through
the normal payroll process.

Special Thanks for Achieving Results (STAR) Award--A cash award of $925 (gross) or more.
The amount of the award should be commensurate with the value of the individual or team
accomplishment, considering the overall benefit to the Government. STAR Awards are paid through
the normal payroll process.
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What must managers do to support the Program?

Local managers must:

® seek employee involvement in Program design;

= ensure that employees are aware of the Program,

® publicize employee accomplishments, awards, and informal recognition;

® ensure consistent and equitable opportunity for employee recognition,

® administer the Program fairly;

® comply with negotiated agreements with organized labor and labor-management
partnerships;

= ensure the appropriate use of funds; and

® include funding for the Program in the annual budget.

How should awards be presented?

Awards should be presented in a way that supports the significance of the recognition. Award
presentations may be occasions for the serving of light refreshments purchased by the Government
[65 Comptroller General decision (CG) 738 and CG B-223319, dated July 21, 1986]. Travel for
Presidential, departmental, or a major Bureau award ceremony may be paid for award recipients and
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The authority for the Program is Title 5, United States Code, Chapters 43 and 45, and Executive
Orders 11438 and 12828.
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